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Arizona State Personnel System AGENCY SALARY CHANGE/ADOA NOTIFICATION FORM
REQUEST FOR AGENCY APPROVAL
Agency Name
Employee Name
EIN
Current Job Title/Grade/Job Code
Proposed Job Title/Grade/Job Code
Current Position Number
Proposed Position Number
Employee's Current Salary
Proposed Effective Date
Current MAP Score
To support the approval process, please attach a copy of all supporting documentation.  Before completing this form, see Compensation Guidelines for additional information/criteria.  *If requesting an In-Grade Adjustment, and "Agency Chief Human Resources Officer (CHRO) Review/Comments" section is marked as requiring ADOA review, please forward a copy of this form with required signatures to HumanResources@azdoa.gov 10 days prior to the action effective date.
ASPS/HRD-FA4.01  06/15
Page 1
New Hire (Above Minimum/Midpoint Rate)
Proposed Hire Rate
$
Use Agency Comments and Justification Section for justification
Promotion (Above Promotional Rate)
Use Agency Comments and Justification Section for justification
$
Proposed Promotional Rate
Use Agency Comments and Justification Section for justification.  Justification must identify employee's critical or strategic skills, impact to services by having a vacant position and the cost to replace and train a new employee.  Please also indicate the job title being offered.
Verifiable Job Offer
$
Offer Amount
$
Proposed Counter Offer
Counter Offer 
Use Agency Comments and Justification"Section for justification
$
Proposed Demotion Salary
Demotion (Employee Retains Salary/Decrease Greater than 2.5%)
Use Agency Comments and Justification Section for justification
%
Proposed % Increase
OR
$
Proposed Salary
Lateral Transfer (Salary Increase for Transferring Employee)
REQUEST FOR AGENCY APPROVAL - ADOA NOTIFICATION
REQUEST FOR ADOA HRD APPROVAL
%
Proposed % Increase
OR
%
Proposed % Increase
OR
Salary Range - Min
Salary Range - Mid
Salary Range - Max
Date of Last Salary Increase
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Use Agency Comments and Justification Section for justification
%
Proposed % Increase
OR
$
Proposed Salary
Position Reallocation (Salary Increase Greater than 2.5%)
Use Agency Comments and Justification Section for justification
Previous Salary
%
Proposed % Increase
OR
$
Proposed Salary
Special Assignment - Supplemental Pay (No Adjustment to Base Salary)
$
Use Agency Comments and Justification Section for justification
%
Proposed % Increase
OR
$
Proposed Salary
In-Grade Adjustment* (ADOA HR Notification Required)
Use Agency Comments and Justification Section for justification
Please describe how the manifest error occurred (Use Agency Comments and Justification Section if more room is needed)
$
Amount of Manifest Error
Manifest Error
Use Agency Comments and Justification Section for justification
%
Proposed % Increase
OR
$
Proposed Salary
Hiring Incentive
Use Agency Comments and Justification Section for justification
%
Proposed % Increase
OR
$
Proposed Salary
Equity Adjustment
Agency Comments and Justification
Recommend Approval
Agency Chief Human Resources Officer (CHRO) Review/Comments for Actions Requiring ADOA Review
ADOA Review
Approved
Approved
FOR ADOA USE ONLY - HRD Comments/Justification for Manifest Errors, Hiring Incentives, and Equity Adjustments
Place form and any supporting documentation in the employee personnel file
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